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PS Talent Manager for Hiring Manager

Welcome to the PeopleSoft Talent Manger for Hiring Managers training module. In this module you will
learn the tasks necessary to efficiently navigate the hiring process within PeopleSoft. Please complete
each module in the "Try It" phase. Once you have completed all modules, launch the quiz to test your
knowledge. You will need to pass this quiz in order to obtain access to utilize these modules within
PeopleSoft. If you have any questions, please contact the Talent Acquisition team at 1-855-773-4647,
option 2.

Job Opening

All vacancies must be submitted to and approved by the Strategic Hiring Committee prior to advertising
and filling the position. Upon notification of a vacancy, notify your human resources team who will
submit the vacancy for approval on your behalf, per agency business process.

As the hiring manager, you will be notified via email from your Human Resources team or via automated
workflow when the Strategic Hiring Committee has approved your vacant position (PCN). Upon receipt
of this correspondence you are welcome to begin the process of creating the job bank posting. Below is an
example of the automated workflow message should your agency utilize this feature:

Greetings!
The following PCN/vacancy has been approved by the Strategic Hiring Committee.

Position Number: 10065405

Posting Title: Recruitment Associate

Recruiter: Heather Whitaker

Per your normal agency business process, a job bank posting will need to be created within the next 30
days. A quick step guide can be viewed here (http://in.gov/spd/files/Job-Aid-Create-New-Job-

Opening.pdf) should you find it helpful when creating the posting. If you have questions or concerns
pertaining to this process, please contact your agency Recruiter.

NOTE: The steps in this module assume your vacant position number (PCN) was submitted to the
Strategic Hiring Committee as a Vacancy Request by your Human Resources team. If your vacancy was
submitted as something other than as a Vacancy Request, you will need to build your posting from
scratch. Contact your recruiter for a quick step guide.

Create Job Bank Posting

In this section you will learn how to create a job opening for an approved vacancy with the goal of
obtaining an appropriate candidate pool from which to select and hire. Job bank postings should be listed
as an At-A-Glance view of the position.

Page 3


http://in.gov/spd/files/Job-Aid-Create-New-Job-Opening.pdf
http://in.gov/spd/files/Job-Aid-Create-New-Job-Opening.pdf

Procedure
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Submita GMIS Issue

Step

Action

From the Main Menu, click the Recruiting link.
Fecruiting

Click the Create New Job Opening link.
[Create New Job Opening]

In the Business Unit Field, enter your agency Business Unit.

Press [Tab] to populate the information.

In the position field, enter the position number (PCN) for the vacancy.

NOTE: The position number must be approved by the Strategic Hiring Committee (SHC).

Press [Tab].

Click the Continue button.
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Step

Action

Review the information on this tab.

If you have more than one approved position number (PCN) within the same division that
have the same job code and job description you are welcome to include all PCN’s on one
posting so as to only have one applicant pool from which to select candidates.

To add more than one approved PCN, enter the appropriate amount of approved PCN’s in
the Target Openings field. Press the Tab button. You will receive a warning message that
headcount is different from position, click OK. Scroll to the section for positions and click
on the Add Positions link. Click on the magnifying glass. In the Position Number field,
enter the next position number that has been approved by the SHC. Click OK. To add
more position numbers follow these steps until all approved positions have been added.
Make sure the number in the Target Openings match the number of position numbers you
have entered into the list.

Review the information on this tab.

If this is a field position, it may not have an associated Recruiting Location or you may wish
to add more than one recruiting location. If there is not a recruiting location listed, click the
magnifying glass icon to find an appropriate location. To add more than one recruiting
location, contact your recruiter. No changes are necessary if there is already a Recruiting
Location listed.

10.

OPTIONAL.: At the bottom of the page, enter the name of the Employees Being Replaced
exactly as it is in PeopleSoft. Click the magnifying glass icon to search by Employee ID if
necessary.

11.

Click the Next Step link.
Mext Step

12.

Review the information on the Min Requirements page; however, make no changes.

Click the Next Step link.

Mext Step

13.

The Recruiter will add appropriate information, if necessary, on the Competencies page.

Click the Next Step link.
Mext Step

14.

This Posting Title was entered when the vacancy request was submitted to the Strategic
Hiring Committee.

For this example, Click the Human Resources Generalist 2--Benefits link.
NOTE: You must click the link before clicking 'Save as Draft' or 'Save and Submit'.

Otherwise, the posting information added during the vacancy request process will not
populate.
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Step

Action

15.

Review the pre-populated information listed in the sections on this page: Posting Title,
Equal Employment Opportunity, Benefits, Preferred Experience, Responsibilities (if listed),
and Job Description. Edit as necessary; however, all full-time postings should include each
of these sections with the exception of Responsibilities. If no Responsibilities are
listed/need to be listed for this posting, you can remove this section by clicking the trash can
icon in the top right corner of the Responsibilities section.

NOTE: All sections will default with a view of Internal and External meaning any
applicant can apply. Should you wish the posting to be viewed by only internal State
employees, change all sections to Internal Only. External Only is not recommended.
Internal applicants should always be given the opportunity to apply to all positions.

NOTE: If nothing pre-populates on this page, this means that the position was submitted to
the Strategic Hiring Committee as something other than as a VVacancy Request (i.e.
reclassification, etc) or you’ve already clicked the ‘Save as Draft’ or ‘Save and Submit’
button. If your vacancy was submitted as something other than as a Vacancy Request, you
will need to build your posting from scratch. Contact your recruiter for a quick step guide. If
you had already clicked the ‘Save as Draft’ or ‘Save and Submit’ buttons, you will need to
start over from step 1 of this Create New Job Opening process.

16.

If necessary you can add a section that is not listed. Typical uses of other Posting
Descriptions/Description Types:

Additional Comments- Use this if there is something out of the ordinary about the job.
For example, 'Successful candidate will be on call for 24 hours a day, three days a week.'

Hire Salary- Use this if you have been authorized to hire above the minimum salary.

Other Information- This field should only be an option for DNR and DOC per agency
practice.

To add a section that is not listed, click the Add Posting Descriptions link.
[3dd Posting Descriptions|
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Step

Action

17.

Click the Visible list and select the option that matches the other sections.

/c/HRS_HRPM.HRS_JO_LAUNCH.GBL7FolderPath-PORTA @||@- coogle A eE 8 A=
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Additional Comments
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Preferred Experience al

Hire Salary b [iezu =

Responsibiliies
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Step Action

18. | Click the Description Type list and select the appropriate option.

For this example, select Additional Comments. Then add the additional information into
the Description Field.

(Addiional Comments |

€ ) @ https://devhr gov/psp/hi91qa/EMPLOYEE/HRMS/c/HRS_HRPM.HRS_JO_LAUNCH.GBL7FolderPath=PORTAL ROOT OBIECTHC | v C | |~ Google PleB & A =
Favorites ~ iting ~ > Create New Job Opening
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“Description Type: Additional Comments -
“Description: a
Description: P SEEas o
E B I U =
= A &
Additional Comments
Successful pandidate will be on call 24 hours a day three days aweek
[E]Add Posting Descriptins
“Visible: intemal and Extemnal - i}
“Description Type: Benefiis -
“Description Benefits Statement Q
Deseription 2 0a | RN =NE T
Fomat - Font -] s B 7 U e
s=s=5 &&= = A | =

Step Action

19. | After you have reviewed and/or edited all necessary posting information, scroll down to the
Posting Destination section.

20. | Review the listed posting destinations and make changes if necessary. If no changes are
made, your job opening will be posted to both internal and external candidates starting on
the day the Recruiter approves the posting and will expire after 14 calendar days. If you
would like to change the amount of time your job is posted to the job bank, change the
Posting Duration (Days) section to a more appropriate number. Contact your agency
Recruiter with questions.

NOTE: If you changed your Visible fields to Internal Only, you will need to delete the line
for External by clicking the trash can icon to the right of Posting Duration.
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[Add Posting Descriptions

“Visible: Intemal and External - @
*Description Type: Job Description -
*Description: {Job Description aQ
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Job Description:

The Indiana State Personnel Depariment s currently seeking a Benefits Specialist within the
Benefts Division of the State Personnel Department. A Benefits Specialist is responsibe for
administration of various statewide employee benefits programs Such as health, dental,
vision, and life insurance and flexiole spending accounts. In addition, the candidate oversees
administration of the disability and worker's compensation program.

[5]A¢d Posting Descriplins

Job Posting Destinations personaiize | Find | €| 8 First B 12012 B Last
. Relative Open . Posting Duration

Destination Posting Type oo Post Date Remove Date ¢

Intemet Inernal | ApproveDi v 0911812014 100212014 W@

Intemet Exemal ~| ApproveDi-| 09MER2014 10022014 W@

i

Add Posting Destinations

oK Cancel Preview

Step

Action

21.

Click the Preview button to review the posting as an applicant will view it.
Preview

22.

Review the information on this page and then click the Return to Previous Page link.
[Return to Previous Page]

23.

Click the OK button.

b
-~

24.

Click the Next Step link.
Mext Step

25.

The Recruiter will add appropriate information on the Education/Experience page.

26.

Click the Next Step link.
ext Step
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Job Opening Status: 005 Draft

Job Title: Human Resources Generalist 2 Job Code: 002nA2

Position Humber: 10002789 Human Resources Generalist 2

Business Unit 00070 State Personnel Department

Save & Submit || Save as Draft || Cancel Previous Step  Next Step

JobInfo__|[ Min_Requirements || Competencies || Posting Info. || Education/Experience || Screening || Hiring Team

Additional Job Specifications. Find | viewal  First B 1 o1 B Last

the Load

k Eligibility

Supenvisory experience

View Answers

Discharged by any emploger View Answers

Years of relevant experience View Answers

Driver's License View Answers,

I B

Relative Question View Answers

iltary Veteran View Answers

SOl Dismissal View Answers

Verification of Information View Answers,

(Online - Preferred Experience View Answers

(Open Ended Pref Bxp Enter Evaluators

Sponsor Requirement View Answers

Emplojed at SPD View Answers

P PP P PPLPPPPAPPASP
e s a8 8888 8 8
7

Human Resources Certfication

View Answers

Opening. Select the hyperink
nis

Step

Action

27.

All Core SOI Screening Questions have been added and should not be deleted.

In an effort to better streamline the applicant pool, it is recommended that job specific
screening questions be asked of each applicant. For best results, add a job category question
set or individual job specific screening questions. For a full list of screening questions or to
have questions and/or question sets added to the database, contact your Recruiter.

Should you wish to add job specific question sets, click the Load from Question Sets link.
Load from Question Sets
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Help.
Select Question Sets

Question Set Personalize | Find | & | First [ 1-129 of 120 B Last
select Question SetiD Description

0 1001 Animal Health questions

] 1002 Architecture & Engineering H
B 1003 Biological & Scientific

B 1004 Chemistry

B 1005 Microsoft Office skills (YIN)

[ 1006 Clerical & Office Support

[&] 1007 Communication

B 1008 Core SOl Questions.

(] 1009 Education & Library Science

] 1010 Environmental & Natural Resour

B 1011 Executive

B 1012 Finance/Accounting/Auditing

] 1013 Food Service

] 1014 Gommercial & Graphic Design

] 1015 Health Care

oK Cancel

javascriptisubmitAction_wind{(documentwind, HRS_JO_WRK_HRS ADD_QSET LINKS70550Y;

Create New Job Opening

Step

Action

28.

Scroll down to view the current question sets.

Create New Job Opening

€ a s /psp/hi91qa/EMPLOYEE/HRMS/c/HRS_HRPM.HRS_JO_LAUNCH.GBLIFolderPath=PORTAL ROOT OBJIECTHC | v G | | [~ Google AE 8 A=

Favorites ~ | Main Menu~ > Recriting ~ > Create New Job Opening
Home | Workist | AddtoFavorites | Sign out
ORACLE"

Help.
Select Question Sets

Question Set Persanalize | Find | & | first B 1-129 or 129 B Last
Seect Question SetiD Description

B 1008 Clerical & Office Support

[l 1007 Communication

] 1008 Core SOl Questions.

] 1009 Education & Library Science

] 1010 Environmental & Natural Resour
B 101 Executive

B 1012 Finance/Accounting/Auditing

B 1013 Food Senice

[ 1014 Commercial & Graphic Design
[ 1015 Health Care

[&] 1016 Human Resaurces

] 1017 Information Technology

B 1018 Law Enforcement & Prot Sves.
[ 1019 Legal

[l 1020 Labor/Maintenance

oK Cangel
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Step

Action

29.

Select the Check Box to the left of any relevant question set you wish to add to your
posting.

For this example select the Human Resources checkbox.

[

30.

Click the OK button.

31.

To view the questions once added, click the View Answers link to the right of the line that
was added and then click Return.

NOTE: To delete any unnecessary questions, click the Trash Can icon next to the
guestion.

(@]

32.

As a reminder, it is recommended that you add job specific screening questions in an effort
to best streamline the applicant pool. For a full list of screening questions or to have
guestions added to the database, contact your agency Recruiter.

Should you wish to add individual job specific screening questions, click the Add
Screening Questions link.
[Add Screening Questions|

33.

Click the Look up Question graphic to search for appropriate questions.

€ | @ https://devhiBS3.gmis.in.gow/psp/hrI1qa/EMPLOYEE/HRMS/c/HRS_HRPM.HRS_JO_LAUNCH.GBL FolderPath=PORT, || B~ Google Pl & A =
Favorites - _|_Main Menu- > Recniting - > Create New Job Opering
Look Up Question ID
OR Help 1+
wuf Question ID: = - M
Scf Question Code:  begins with ~
sq Description:  beginswith v
| Long Description: begins with [
begins with
an 2
LookUp | CIIS BasicLookup i
T not=
i Search Resuits|<
Onlythe first 300 re) =~ layed
e View 100 _
o o dusaten veeen Lrption Long Deseripion
{66, 1AGE Aclive Prescreen Age Gategory Are you 18 years ald or older?
41001 25UPV  Acive Supenvisory experience Do you have supenisory experience that involves employment decisions (such as hiring, promations, demotions and performance reviews), disciplinary
Be] 1002 3DISCHARG Active Discharged byanyemployer  Have you ever been discharged by any emploer for reasons other than downsizing or layoff? i
1005 SWKEXP  Acive Years of relevant experience  Please selectthe appropriate level of work experience (include all work experience).
Tl 1006 GUSELIG  Acive PrescreenUS Work Eliginilty  Are you legally authorizedto workin the United States?
1007 7DRIVLIG  Acive Drivers License Do you possess avalid drivers license?
Hdl 1008 ADMINT  Acive Statistical reporiing Do you have professional work experience inthe area of statistical reporting of research analysis?
1009 ADMIN2  Acive Economics, finance, legs D0 you have professional work experience in the area of ecanomics, finance, legislation or education/employmentraining programs?
D 1010 ADMINZ  Actve Program Goordination Do you have professional work experience inthe area of program coordination, development o implementation?
1011 ADMING  Acive Grant programs D0 you have professional work experience in the area of grant programs (including grant writing and grant planning)?
Pid 1012 ADMINS  Adive Admin5 Please selectihe level of work experience in Adminisirative, Procurement andor Purchasing work which best describes your background
1013 ANIHLTH1  Acive Veterinarian License D0 you poss ess a valid Veterinarian license issued by the State of Indiana?

Pe] 1014  ANIHLTH2 Aciive Accrediation by USDAAPHIS  Are you accredited by the USDA - APHIS (United States Depariment of Agriculture - Animal Plant Healih Inspection Senvices)?
1015 ANIHLTH3 Acive Animalhealth, animal science Do you have professional work experience in the area of animal health, animal science, biology, chemistry, animal production, agriculture, veterinary techi

1016 ANIHLTH4 Acive Meatandior poultiy slaughter Do you have work experience in a retail or wholesale meat andior poultry slaughtering andior processing establishment as a slaughterer and/or process
1017 ANIHLTH5  Acive Livestock industry Do you have work experience in the livestock or related industry?
1018 ANIHLTHE Acive Dairy Sanitation Do you have professional work experience inthe area of reguiatory work or  bulk milk hauling, dairy farming, indu
1019 ANIHLTHZ  Acive Dairy Farming Do you have work have experience in dairy farming, including bulk milk hauling, dairy industry field work or milk sanitation, food, drug or dairy manufacturi | =)
Sef 1021 ARCHENG1 Active Architect licensure Are you a licensed architect with the State of Indiana?
o 1022 ARCHENG2 Active Professional Engineerlicense  Are you licensed as a Professional Engineer with the State of Indiana?
AP§ 1023 ARCHENG3 Active Hydraulic & Hydrologic Eng Do you have professional work experience in the area of hydraulic and hydrologic engineering for bridges and other large or complex drainage structures:
g 1924 ARCHENG4 Active ProductDesign & ProductEng Do you have professional work experience in the area of product design, product engine ering, product research, of testing invohving the manufacture of in
1025 ARCHENGS Acive Emvironmental Engineering Do you have professional work experience in the area of environmental engineering?
My 1026  ARCHENG6 Active Work Exp in Arch & Engineering  Please select the level of work experience in Architecture & Engineering work which best describes your background
af 1027 BosCI1 Acive Analytical Chemist Do you have professional work experience as an analytical chemist?
1028 BIO/SGI2  Aclive Weights & Measures or Meteorol Do you have professional and technical work experience in the area of weights and measures or metrology?
1020 BIOISCI3  Aclive Bio, sanitation, env hith Do you have professional work experience in the area of biology, food or drug sanitation/protection, environmental health, nutrition or public health?
1] 1030 BIOISCI4  Aciive Lab expwith micro org Do you have professional ® inthe study of 2
1031 BIOISCIS  Aclive WorkExp Biological&Scientific  Please selectthe level of work experience in Biological and Scientific werk which best describes your background
2) 1032 cHEM1 Active Bachelor Degree Do you possess a Bachelor degree in chemistry or closely related science field?
g 1033 CHEM2  Acive WrkExpas analitical chemist Do you have professional laboratory work experience as an analytical chemnist?
1034 CHEM3  Acive Advanced Knowledge Do you have advanced knowledge and work experience in gas mass sp:
[ 1035 CHEM4  Adive Quality Control & Assurance Do you have a thorough understanding of commonly used Quality Control and Qualty Assurance practices and data validation protocol used by EPA?
B i ——— Do have an ahilfvio R )
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Step

Action

34.

Change the Long Description drop down to Contains and then enter the appropriate
keywords into the blank field.

contains

'CveatENeanh Opening @& gﬁg

€ ) & hitps 3. psp/hiSLq: 0 RMS/c/HRS_HRPM.HI UNCH.GBL?FolderPath= B- coogle Al & A=
Favorites - | Main Menu - _» Recruiing - » Create New Job Opening
Look Up Question ID ]
oR Help .
o Questinid: = - -
Sef Question Code:  begins wit +
“af Descrivtion: beginswitn
o Long Description: contains v travel
o
LookUp || Glear || Gancel |BasicLookup i
W
< search Resuits
Only the first 300 resuts can be displayed.
b View 1
Guestion Question
o] ueston duce Status Description Long Deseription
Aioos rnce Acive Prescreen Age Category Ave you 18 years old or alder?
W4 001 2supv Active. Supenvsary experience Do you have supenisory experience that involves employment decisions (such as hiring, promotions, demotions and performance reviews), disciplinary
ge| 1002 3DISCHARG Active Discharged by any emplojer  Have you ever been discharged by any employer fo reasons other than downsizing or layoff? =
1005  SWKEXP  Acive Years of relevant experience  Please selectihe appropriate level of work experience (includs all work experience).
Ta 1005 GUSELIC  Adve PrescreenUS WorkEligibilty  Are you legally authorizedto workin the United States?
1007  7DRVLIC Acive DriversLicense Doyou possess avalid diver's license?
He 1008 ADMINT  Acive Statisicalreporting Doyou have professional work experience inthe area of statstical repofting or research analysis?
1008 ADMINZ Acive Economics, finance, legis Doyou have professional work experience inthe area of economics, finance, legistation of education/employmenttraining programs?
g 1010 ADMINZ  active Program Cooraination Do you have professional work experience inthe area of program coordination, developrent or implementation?
101 ADMINA  Adve Grantprograms Doyou have professional work experience inthe area of grant programs (including grant wriing and orant planning)?
P 1012 ADMINS  Acive Admins Please selectth level of work experience in Administrative, Procurement andlor Purchasing work which best describes your background
1013 ANIMLTHA Acive Veterinarian License Doyou possess avalid Veterinarian license issued by the State of Inciana?

Pef 1014 ANIHLTH2 Acive Accrediation byUSDA-APHIS  Are you aceredited by the USDA- APHIS (United States Department of Agriculture - Animal Plant Healih Inspection Senvices)?
1015 ANIHLTH3  Active Animalhealth, animal science Do you have professional work experience in the area of animal health, animal science, biology, chemistry, animal production, agriculturs, veterinary techi
1016 ANIHLTH4 Acive Meatandior poulty slaughter Do you have work experience in a retail or wholesale meat andior poultry slaughtering andior processing establishment as a slaughterer andlor process

1017  ANIMLTHS Acive Livestockindustry Doyou have work experience in th ivestock orrelated industry?
[ 1018 ANIHLTHS Adwe Daiy santaon Do you have professional work experience inthe area of regulatory work or g bulk milk hauling, dairy farming, indus
1019 ANIHLTH7  Active Dairy Farming Do you have work have experience in dairy farming, including bulk milk hauling, dairy industry field work or milk sanitation, food, drug or dairy manufacturi
Self 1021 ARCHIENG 1 Active Architect licensure Are you a licensed architect with the State of Indiana?
ol 1022 ARCHIENG 2 Active Professional Engineer license Are you licensed as a Professional Engineer with the State of Indiana?
AP 1023 ARCHENG3 Active Hydraulic & Hydrologic Eng Do you have professional work experience in the area of hydraulic and hydrologic engineering for bridges and other large o complex drainage structures.
4 102¢  ARCHENG 4 Adve ProductDesign & ProductEng Do you have professional work experience inthe area of product design, prodct engine ring, prodct ésearch, ortesting invoving the manufacture of
1025 ARCHIENG 5 Active Environmental Engineering Do you have professional work experience in the area of environmental engineering?
M 1026 ARCHIENG 6 Active Work Exp in Arch & Engineering ~ Please select the level of work experience in Architecture & Engineering work which best describes your background.
Af 1027 BIOISCI 1 Active Analytical Chemist Do you have professional work experience as an analytical chemist?
1028 BIOISCI 2 Active Weights & Measures or Meteorol Do you have professional and technical work experience in the area of weights and measures or metrology?
1020 BIOISCI3  Acive Eio, sanitation, env hitn Doyou have professional work experience inthe area of biology, food or drug sanitation/protection, environmental health, nutiion or public health?
1§ 1030 BIOISCI 4 Active Lab exp with micro org Do you have professional laboratory experience in the study of microorganisms?
1031 BIOISCI 5 Active WorkExp Biological&Scientific Please selectthe level of work experience in Biological and Scientific work which best describes your background.
24 1032 CHEM 1 Active Bachelor Degree Do you possess a Bachelor degree in chemistry or closely related science field?
3 1033 CHEM2  Acive WrkBxpas analytical chemist Do you have professional laboratory work experience as an analytical chemnist?
1034 CHEM3 Acive AdvancedKnowledge Doyou have advanced knowledge and wark experience i gas mass sp 1}
[H 1035 CHEM 4 Active Quality Control & Assurance Do you have a thorough understanding of commonly used Quality Control and Quality Assurance practices and data validation protocel used by EPA?
B — Do ot hava an ahilfun analusis resifts verhall and in 2 writen format?

n ] »

Step

Action

35.

Click the Look Up button.

36.

Review the options presented and then click the appropriate Question link to add to
posting.
[Travel within State|

37.

You should now see the question you just added. To add more individual screening
guestions, repeat the previous steps.

38.

Click the Next Step link.

39.

Review the individuals listed on the Hiring Team Page and make any necessary changes.

NOTE: To add another Hiring Manager or Interested Party, click the Add Hiring Manager
(or Add Interested Parties) link and enter the appropriate name in the field or use the
magnifying glass icon to search. Individuals listed in the Hiring Manager field must have
appropriate access in PeopleSoft. Contact your agency Recruiter with questions.

Click the Save & Submit button.
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Step Action

40. | Make note of the Job Opening ID at the top of the page.

NOTE: Once you click the Save & Submit button, the individual listed as Recruiter will
receive workflow to review the posting and approve. Individuals listed as Hiring
Manager(s) and Interested Party(s) will receive workflow once the posting has been
approved and is posted to the job bank.

41.

End of Procedure.

View Applicant Information

In this section you will learn the various methods with which to view applicant information. These
methods include automated workflow, process reports and the Manage Applicants page of the posting.

The most efficient way to view applicant information is via automated workflow containing PDF
applications that will be emailed to the hiring team within five (5) business days from the posting
expiration date. Additionally, users can process application reports based on Applicant ID or Job ID.
Finally, additional applicant information can be viewed from the Manage Applicants page of the posting.

Workflow

This section discusses the automated screening process and subsequent workflow that is sent to the hiring
team. Once the job bank posting expires, the candidates that successfully applied will undergo an
automated screening process based on their answers to the screening questions asked of them during the
application process. The agency Recruiter will route the candidates that pass screening to the hiring team
who will then receive two automated workflow messages. This section details the workflow messages that
will be sent and their corresponding details and attachments.

NOTE: This module specifically focuses on the workflow initiated due to the screening/routing process as
stated above; however, automated workflow is incorporated into numerous processes throughout the
PeopleSoft hiring lifecycle. Hiring managers and interested parties will receive workflow:

1) When a vacant position number has been approved to post and fill by the Strategic Hiring Committee
2) When a job bank posting has been approved by the agency recruiter

3) When applicants have been routed to the hiring team

4) When the background check for the top candidate (as determined by the hiring manager) has been
initiated by HR

5) When the offer letter has been sent to the top candidate by HR

Procedure

In an effort to provide hiring managers with a qualified and more streamlined applicant pool, recruiters
only route the top 25 candidates based on their screening points. The points are derived from the screening
criterion that was established by the manager and/or recruiter when the posting was created and how the
applicants answered each screening question. Contact your recruiter should you wish to review more
candidates.
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QA ou | 5 P @ s B W (Y i:::‘:mv

Reply Reply Fomvard @ i+ | Delete Noveto Create Other || Block tlunk | Categorize Follow Mark as
to Al Folder~ Rule Adions~ | Sender S TUp Unreaa || ks select~
Respond Junk Email & Options 5/l Fing
From: =aMIS Sent: Tue/3/2014 10:13 AM
To @ ihitaker *Russel, Niole; ® Hay, Dawn; 0 Chaufan, JayantS; ~ Scott, Zachary
ce
Subject _ HRO10A - Please Review the Attached Applicants
. Message | TLISOIBTOOL. paf (65 KB)
Greetings! o
Your assistance has been requested n reviewing the following applicant(s)
Appicant Job Opening
2175781 Ayse.Laila 586780 Hurman Resources Generalist2 - Benefits
16456 Whitaker Heather Lee 586780 Resources Generalist 2 - Benefits
2664798 Gill e 586780 ~Beneits
2649828 Clo 586780
d may be required to assistin the inferview process as delermined by your agency's business process. If you have any questions, please confact the
(Please Note: Tr was generated Please do ot respond to this e-mail)
Tenp S0 4

This is an example of one of the automated workflow messages which contains the list of
routed applicants and a PDF attachment. The attachment contains the employment

applications of each candidate routed to you by the Recruiter. Open the attachment to
review the applications.

Double-click the PDF Document link.
'@mxamm.pdf (65 KB

You can review the applications digitally or print them from this document.

This is an example of the other automated workflow message which contains a spreadsheet
listing all candidates that successfully submitted their application, whether they passed or
failed screening, and their associated screening points. This email also details instructions
regarding reviewing applications based on preferred experience and veterans’ preference.

Double-click the Excel File link to open the spreadsheet containing the list of applicant
information.

i3] ScrRslts_586780_2014-09-03_10.09.05.000000.csv (955 B)

Click the Open button.

[_owen |
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Step Action

6. For your convenience, this spreadsheet contains the names of the applicants that passed
screening, their associated screening points based on how they answered the screening
guestions, whether they are an internal state employee or an external applicant as well as
their email address. You are welcome to sort and format this list if necessary.

NOTE: An ‘X’ in the Review field means that the applicant indicated that they have been
arrested or convicted of a crime that hasn't been expunged or sealed by a court. You can
view the information they listed in the conviction section via their application or from the
Manage Applicants page of the posting.

7. End of Procedure.

Application Report by Job ID

This section is used by Hiring Managers and HR staff to run a report resulting with a PDF of
application(s) using a specific job opening ID. This feature is primarily used when you are interested in
looking at all applicants or a select group of applicants who have applied to your posting (i.e. all
applicants in the "route" status).

Procedure

|

¢ || B~ Google P e & A=

Home | Workist | AddtoFavorites | Sign out

Personalize Content | Layout 2 Help

Vv Important Information e ov

SR 1 conralizad agancies

1-855-SPD-INHR 7%
(1-855-773-4647) ‘\ t

employee data/verification of employ:
answered by a Hi alist

There are curently no open benefits events to display.

Step Action

1. From the Main Menu, click the Reporting Tools link.
Reporting Tools

2. Click in the SOl XML Reports field.
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Step

Action

Click in the Recruiting XMLP Reports field.
[Recruiting XMLP Reports]

Click the Application Print menu.

Application Print

Enter your Run Control 1D and click the Search button.

NOTE: If you've never processed reports within PeopleSoft, you can create a Run Control
ID by clicking the Add a New Value tab, enter any word and then click Add.

Click the Search button.

In the Search Criteria section, choose Job Opening ID in the Search Type drop down box.

Click the Search Type list.

| v |

Epk&mmmnﬂw E | Application Print x mg

€ ) @ state of Indiana (US) | https://devhi853.gmis.in.gov/psp/hi91qa/EMPLOYEE/HRMS/c/SOL XMLP.SOLRC_SOIBTO0L GBL?FolderPath=PORTAL v € || [~ Google Al 3 A=
Favorites~ | Main Menu~ > Reporting Tools ~ » SOI XML Reports - > Recruiting XMILP Reports ~ > Application Print
Home Worklist Add to Favorites Sign out
ORACLE"

Newwincow | Help | Personaiie Fage
Application Print

Run Control ID: reports  ReportManager Process Monitor Run

Search Criteria

Search Type:

Search Value: [T

Search Results Personal lize | Find | @ | B First M 1 of 4 B Last
Job
RecruitmentID  Applicantip  LOT! Name Opening  Posting Title Status
Sequencev o
(=]
Add Selected
int List
Profile
Applcantin O a
[ 2152353 2649828 19 586757
[ 2152380 2664798 1 586757
[F] 2152385 2695522 12 586757
Delete Selected
B Save | Q Retumnto Search B+ Add || F Update/Displa

Step

Action

Click the Job Opening ID value.
Job Opening 1D
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!mph&’ﬁsﬂsmn expired % | Application Print x i E@%
€ ) @ state of Indiana (US) | hitps://devhra53.gmis in.gov/psp/hid1qa/EMPLOVEE/HRMS/c/SOLXMLP.SOI_RC_SOIBT001.GBL?FolderPath=PORTAL v C' || [~ Google Al 3 A=

Favorites~ | Main Menu~ > Reporting Tools ~ » SOI XML Reports - > Recriting XMLP Reports ~ > Application Print

Home | Workist | AddtoFavortes | Sign out

ORACLE

Newwingow | Help | Personaiie Fage
Application Print

Run Control I: repors  ReportManag P Mo R
Search Criteria
Search Type: Job Opening ID -
Search Value: Y
Search
Search Results Personal tize | Find | @ | B First M 1 o B Last
Profil oy
Recruitmentld  Appliantid  grone Hame Opening  Posting Title Status
D
(=]

rsonalize | Find |0 | B First B 13 012 [ Last

Job Opening ID

Peep Harshmallow 586757

Delete Selected

B Save |[ & RetumtoSearch B Add

Step

Action

Enter the Job Opening ID in the Search Value box.

10.

Click the Search button.
| Search |

11.

The applicants that are associated with this particular job opening ID appear in the Search
Results field.

In the Applicant Print List, click in the box to the left of any applicant names that you do
not want processed in this report as candidates selected for previous reports will remain in
the list until deleted.

Click the Checkbox option next to the name(s) of the candidate you wish to remove.

[

12.

Click the Delete Selected button.
| Delete Selected |

13.

In the Search Results section, click the Checkbox next to the names of the applicants you
wish to review in your report.

[

14.

Click the Add Selected button.
| Add Selected |

15.

The applicant names that have been selected will now appear in the 'Application Print List'.

Click the Run button.
Run
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Step Action

16. | Ensure the *Type field shows 'Web' and *Format field shows 'PDF'.

Click the OK button.

[ ok |

17. | Click the Process Monitor link.
Process Maonito

18. | Click the Refresh button until you see 'Success' in the Run Status column and 'Posted' in

the Distribution Status column.

| Refresh |
19. | When the status shows 'Success' and 'Posted' click the Details link.
Cietails
lick the View Log/Trace link.

20. | C
Vi

[ e
WY L U LE

21. | Select the File List Name ending in ".pdf" to review the application in the report.

SOIBTO0. pdf

22. | A new window will open with the PDF report containing the selected candidate
applications.

23. | Answers to open ended questions will also appear on the applications.

24. | End of Procedure.

Application Report by Applicant ID
This section is used by Hiring Managers and HR staff to run a report resulting with a PDF of

application(s) using a specific candidate’s applicant ID. This feature is primarily used when you are
interested in looking only at one application at a time or the most recent version of the candidate’s

application.
Procedure
psi//devhi853.gemis.in.gov/psp/hi91 qa/EMPLOYEE/HRMS/h/ ?tab=DEFAULT c|[B- Google Plula 3 o=
[}
JS— » Call SPD toll-frec [tk

1-855-SPD-INHR 7, i6a7)
1-855-773-4647) (7L 1 Medical
( ) ‘ t Iy Medica

RuRANRAIE

employee dataiverfication of employment
answered by a HR specialist

The toll-free number will allow callers to select from a menu of options and is
subject to change.

Opan Frraliment Flactions. s o

There ara currently no open bensfits events to display.

DDDDEECPCCODDCDOOOCODRDD

Submita GMIS lssue
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Step

Action

From the Main Menu, click the Reporting Tools link.
Reporting Tools

Click in the SOl XML Reports field.

Click in the Recruiting XMLP Reports field.
[Recruiting XMLP Reports]

Click the Application Print menu.

Enter your Run Control ID and click the Search button.

NOTE: If you've never processed reports within PeopleSoft, you can create a Run Control
ID by clicking the Add a New Value tab, enter any word and then click Add.

Click the Search button.

In the Search Criteria section, choose Person ID in the Search Type drop down box.

Click the Search Type list.

| -

[ fre—— - |

€ ) @ state of Indiana (US) | https://devhr&53.gmis.in.gov/psp/hi91qa/EMPLOYEE/HRMS/c/SOI XMLP.SOI_RC_SOIBT001.GBLFolderPath=PORTAL v C* | | [~ Google AR -ai=-IR % -

Favorites~ | Main Menu~ > Reporting Tools ~ > SOI XML Reports ~ > Recriting XMLP Reports = > Application Print
Home Worklist Add to Favorites Sign out

ORACLE’

New Window | Help | Personalize Page
Application Print

Run Control ID: repors  ReportManager Process Monitor Run

Search Criteria

Search Type: -

Search Value: | jop Opening ID
Person ID.

Search Results Personalize | Find | @[ First B 1 or1 B Last

Profile et
Recruitment D Applicant ID Name Opening  Posting Title Status
Sequence~ &

o

Add Selected

Application Print List First B 13 o3 B Last

RecrutimentiD  Appicantio  5roe 10 0
134 58
4 58

Alyse,Laila 581

Delete Selected

ave || Retumto Searct =
s: A Retumto Search B Add
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Step

Action

Click the Person ID value.

Person ID

- O

€ | @ state of Indiana (US) | https://devh8S3.gmis.in.gov/psp/hi91 qa/EMPLOVEE/HRMS/¢/SOL XMLP.SOI_RC_SOIBTO01.GBLIF olderPath=PORTAL v C || B~ Google Pl B 8 & =
Favorites~ | Main Menu~ > Reporting Tools ~ > SOIXML Reports ~ > Recruiting XMLP Reports ~ > Application Print

Home | Workiist | AddtoFavorites | Sign out
ORACLE"

New Window | Help | Personalize Page
Application Print

Run Control ID: repors  ReportManager Process Monitor Run

Search Criteria

Search Type: Person ID -
Search Value: Q
S h
Search Results Personalize | Find | @ #  First M 1 or1 B Last
Profil o
Recrui tment D ApplicantiD Name Opening  Posting Title Status.
equencer o
o
Add Selected
Application Print List Personalize | Find |20 | 88 First B 13 0r 3 B Last
Recruitment D Applicant®d  (12°  Hame Job Opening 1D
[ 2152349 16456 134 Whitaker Heather Lee 586757
[[] 2152363 15747 46 Haggard,Jeremy Scott 586757
[ 2152384 2175781 57 Alyse Laila 586757
Delete Selected
@ Save [ & Retumto Search B+ Add_|| 8 Updatemispla

Step

Action

Enter the Person ID in the Search Value box.

10.

Click the Search button.
| Search |

11.

The applications that are associated with this particular applicant ID appear in the Search
Results field.

In the Applicant Print List, click in the box to the left of any applicant names that you do
not want processed in this report as applications selected for previous reports will remain in
the list until deleted.

Click the Checkbox option next to the name(s) of the candidate you wish to remove.

]

12.

Click the Delete Selected button.
| Delete Selected |
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Step

Action

13.

In the Search Results section, click the Checkbox for the profile sequence you want to run.

NOTE: The highest profile sequence is the most recent application submitted. To sort the
results, click the Profile Sequence column header.

O

14.

Click the Add Selected button.
Add Selected |

15.

The selected application(s) will appear in the 'Application Print List'.

Click the Run button.

16.

Ensure the Type field shows ‘Web’ and the Format field shows ‘PDF’.

Click the OK button.

[ ox |

17.

Click the Process Monitor link.

Process Monito

18.

Click the Refresh button until you see 'Success' in the Run Status column and 'Posted' in
the Distribution Status column.

Refresh |

19.

When the status shows 'Success' and 'Posted’ click the Details link.
Cietails

20.

Click the View Log/Trace link.

\iew LogTrace

21. | Click the File List Name ending in ".pdf" to review the application in the report.
SOIBTO0. pdi

22. | A new window will open with the PDF report containing the selected candidate
application(s).
NOTE: Answers to open ended questions will also appear on the application.

23. | End of Procedure.
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Manage Applicants Page
From the Manage Applicants page of your posting, you can:

View applicant information prior to the job bank expiration date

View contact details
View resumes, if applicable

Determine whether or not an applicant attached a DD214

View the full list of applicants

Procedure

€ & nitps://d

Favorites -

ORACL(

My Learning

Strategic Hiring

You mustcl

e

===

.in.gov/psp/hi91qa/EMPLOYEE/ HRMS/h Ttab=DEFAULT

Main Menu ~
Search Menu:

i i e e o e e e e e S R R

E]

Important Information

’ Call SPD toll-free  Jia

s Cur
) 1-855-SPD-INHR 7,5 1. 17
(1-855-773-4647) £7EZA  toll-ree and have their Family Medical
b ’ Leave, benefits, workers
Workforee Development , compensation and disabiliy,
employes dataiverfieation of emplayment or employee relations questions
Organizational Development 4 answered by a HR specialist

s

subject to change

4 Open Enrollment Elections.
Reporting Tools 4

Peap
There are currently no open benefits events to display.

501 SHC Request
Usage Monitoring
Change My Password
My Persona lizations
My System Profile

My Dictionary

My Feeds

Submita GMIS Issue

) The toll-free number will allow callers to select from a menu of options and is

Home

Plir B & A=

Workiist | Addto Favorites

Personalize Content | Layout

Sign out

2 Help

Step

Action

From the Main Menu, click the Recruiting link.
Fecruiting

Click the Browse Job Openings menu.

[Browse Job Openings)|

Click the appropriate Posting Title.

The Applicant Status column denotes whether an applicant is a current state of Indiana
employee or is an external applicant.
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Step

Action

The Disposition column indicates where the applicant is in the process:

Draft: Applicant hasn't successfully applied to the position. Applicants in draft will not go
through the automated screening process.

Applied: Applicant has successfully applied for the position.

Route: Applicants have been sent to the hiring manager for review.

Failed Prescreening: Applicant answered at least one of the prescreen questions
incorrectly and was not permitted to submit an application for this position.

Preliminary Offer Decided: HR has initiated the automated background check process for
this candidate.

Offer: HR has created and sent the official offer letter to this candidate.

Offer Accepted: HR has begun to finalize the hiring process for this candidate.

Ready to Hire: HR has finalized the hiring process for this candidate.

Hired: This candidate has officially been hired in PeopleSoft.

Withdrawn: This candidate has withdrawn himself from consideration.

Not Selected: Most likely, this candidate has been hired for a different position since
having submitted his application for your position.

Additionally, individuals listed on the Hiring Team have the ability to manually change the
disposition of any candidate to Not Selected.

This typically happens when the hiring manager has reviewed or interviewed the candidate
and has determined that he/she isn’t a good fit for the position. Contact your recruiter for
instructions.

If there is an icon in the Resume column, the candidate supplied a resume with this
application. Resumes are optional for the candidate to provide and should be reviewed in
conjunction with the employment application.

Click the Resume icon to view the resume.

For vacancies in a classified position, the hiring manager is required to interview at least
one veteran that meets the preferred experience for the position if the veteran has attached
his/her DD214. Hiring managers can quickly see which candidates to consider by using the
Veteran and Application columns. Applicants with a “Yes” in the Veteran column have
indicated they are an honorably separated veteran.

To verify whether or not a candidate attached a DD214 as instructed for veteran preference
consideration, click the Application graphic.

Scroll to the Attachment section to verify that a DD214 has been attached by the applicant.
Should you need to review the DD214 or any other attachment included by the applicant,
contact your recruiter.

NOTE: Information on this page is limited to individuals with recruiter access.
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Step Action

10. | Anicon inthe Former Employee column indicates that the applicant is a former employee
and denotes whether or not that candidate is eligible for rehire.

The blue person icon indicates that this former employee left under favorable conditions
and is considered eligible for rehire.

The yellow caution icon indicates that the former employee did not leave under favorable
conditions and is not eligible for rehire with the agency from which he/she left. Should you
wish to consider this person for your position, contact your Human Resources department
for further clarification.

11. | If you see a Caution icon in the Review Column this means that the applicant indicated that
they have been arrested or convicted of a crime that hasn't been expunged or sealed by a
court.

12. | Click the Caution Icon graphic to review the details of the arrest or conviction as listed by
the applicant.
Then click the Return button.

13. | To find contact details for a specific applicant, click the Applicant Name.

14. | The contact information for the candidate can be reviewed at the top of this page. To return
to the full list of applicants, click the Applicant List link.

Applicant List

15.
End of Procedure.

Manage Interviews

This section is used by Hiring Managers to record interview schedules and subsequent interview
evaluations for candidates of interest. For most agencies this is an optional feature; however, please note
that if interview schedules/interview evaluations are not recorded within PeopleSoft, all documents related
to the Application File must be kept for all individuals interviewed for three (3) years per the Applicant
File retention schedule, Record Series Number 84-1020. (Reference:
http://www.in.gov/apps/icpr/retention/icpr_retention> Personnel, Department of > Employment
Administration Division> Application File)

It is recommended that the hiring manager, or a designee of the hiring manager, contact each candidate of
interest via phone to discuss interview scheduling options that are appropriate for all parties. The hiring
manager should then record the scheduled interview date and time within in the posting for each
candidate. Once the interview has been conducted, the hiring manager should enter objective interview
notes into the Interview Evaluation tool for each candidate.

Manage Interview Schedule

This section is used by the Hiring Manager to reflect applicants chosen to be interviewed. In this topic
you will learn how to create interview schedules within PeopleSoft for each interviewee after acceptance
of the verbal interview invitation.

Procedure
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EE/HRMS/h tab=DEFAULT c|[B- coogte Pl & A=

Search Menu: Home Worklist Addto Favorites Sign out
ORACL( ®
[ R— ) Persanalize Content| Layout 2 Help
£ Manager SelfSenvice yiv Important Information e ov
8 Recuiting v
Al
£1 Workiorce Administration 4 Call SPD toll-free
1 Benefits » 7 Cu
3  Compensation [ 1-855-SPD-INHR 732 15 M 5-773-4647)
» (1-855-773-4647) {7{2 tollres and have their Family Medical
& Time and Laber |4 Leave, benefits, workers
& Payoninterace NS compensation and disability,
employee dataiverfication of employment or employee relations questions
@ workforce Development S answered by a HR specialist
ot
D Exce| ) The toll-ree number will allow callers to select from a menu of options and is
Full Query Resul subject to change.
Enterprise Components
Worklist 4 Open Enrollment Elections S e~

Reporting Tools 4

PeopleTools

Change My Password ‘There are currently no open benfits events to display.
My Personalizations

My System Profile

My Dictionary

My Feeds

o e e e e A
@

Submita GIS Issue

Step Action

1. From Main Menu, click the Recruiting link.
Fecruiting

2. Click the Browse Job Openings list item.
J Browse Job Openings

Locate the appropriate Job Opening and click the title.

Click the Checkbox next to each applicant you plan to interview.

NOTE: Applicants should be notified of an interview via phone conversation. The steps in
this module are simply confirming in PeopleSoft what has already been confirmed via
phone with each candidate.

5. Click the drop down box for Group Action.
| Select Group Action... - |
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Browse Job Openings

€ ) @ state of Indiana (U5} fpsp/ /i / //HRS_HRPM.HRS_JO_360_LAUNCH.GBL?FolderPath=P0 v C* || [~ Google Al 3 A=
Favorites~ | Main Menu~ > Recuiting - » Browse Job Openings
Home | Workiist | AddtoFavorites | Sign out
ORACLE"
Help .
Job Opening 360
Job Opening
Posting Tit Human Resources Generalist 2 - Benefits Job Opening ID; 586757
Job Opening Status: 010-0pen Job Type: Standard
Job Titie: Human Resources Generalist 1 Job Code: 002NA1
Position Number: 10002764 Human Resources Generalst 1
Business Unit 00070 State Personnel Depariment
Esae CreateNew  Previous Job Opening [Nex Job Opening |Job Opening List
[ anags Appicants || P Appicans || Ay & Atschments | Job openingetis |
View Applicants Screen Applicants  Interview Schedule
Manage Appiicants
Display: Al -
Applicants Personalize | Find | view All |23 |
scect  Appicantiome D AppicatonDate 2™ Diposiion Resume | Aieation  Vetenn T Rewew  Lsstlpdsted  “TakeActor
0910912014 Exernal 112Failed 0910912014 <o
MarshmaliowPeep 2695522 g 30 Applicant Prescreening A S SelectAdiq
Laila Alyse 2175781 o Add Appiicant to New List 050-Route Yes A o Select Adiq
Add Applican to Saved List
04 Bulk Background Check 0910972014 ——
JeremyHaggard 15747 5] Change Applicant Disposition | 05RO & 934a SelectActiq
Change Applicant Status
HeatherWhitaker 18455 3 Create nteriew Evaluations | 050-Route Osmeciy SelectAdic
Edit Applcation
0¢ Forward Applicant 0910912014 ]
Nicole Cloyd 2643828 34 i applicont o Job 020-Applied Yes e SeledtActc
ljanage interviews
Chanel Gillies 2664708 % Prnt Appication Details 020-Applied 0910972014 Selec A
Reject Applicant
od Route Applicant 0910912014 <~
Sierra st 2605563 Select Croun Action 020-Applied e SelectActc
Send Correspondence
SelectAll  DeseletAll  “GroupAction: | Select Group Adion o
| Find Applicants | Actvity & | Job Opening Details
View Applicants Screen Applicants  Interview Schedule
gsave  Create New  Previous Job Opening [Next Job Opening |Job Opening List
< m 3

Action

Click the Manage Interviews list item.

Manage Interviews

Browse Job Openings

€ @ stote ortndina U3 fpsp/Lqar JHRMS/ /RS JHRPM.HRS_J0_360_L AUNCH.GBLFFolderpatn=p0 + C* | [ B~ Google slud 3 A=

Favorites ~ | Main Menu~ > Recruiting ~ > Browse Job Openings

Home | Workiist | AddtoFavorites | Sign out
ORACLE"
Help .
Job Opening 360
Job Opening
Posting Tite: Human Resources Generalist2 - Benefits Job Opening ID: 586757
Job Opening Status: 010-0pen Job Type: Standard
Job Titie: Human Resources Generalist 1 Job Code: 002NA1
Position Number: 10002764 Human Resources Generalist 1
Business Unit 00070 State Personnel Depariment
Esae CreateNew  Previous Job Opening [Nex Job Opening |Job Opening List
[anags Appicants || P Appicans || Ay & Atschments | Job openingetis |
View Applicants Screen Applicants  Interview Schedule
Manage Appiicants
Display: Al -
Applicants Personalize | Find | view All |27 |
soect  Acanttame 0 Appiosiontate AP nisposiuon Resume | nppicaton  veoran | ST fovew  Listpdaea  TakeActor
091092014 External 112Failed 090912014 <o
MarshmaliowPeep 2695522 g 30 Applicant Prescreening A S SelectAdiq
0910912014 External 0910912014 ]
Laia Alyse 2175781 e 050-Route Yes A SelectAcic
0910212014 A 090972014 m—
JeremyHaggard 15747 022 Employee 050-Route & ey SelectActc
Heathor Whitaker 16456 ey Employee 050-Route e SelectAchc
000212014 0010012014 ]
Nicole Cloyd 2649828 Yyrqnny Employee 020-Applied Yes e SeledtActc
Chanel Gillies 2054708 SI022014 Employee 020 Applied i) SelectActc
09i0212014 External 0910912014 <~
Sierra st 2605553 Jrroores e 020 Applied e SelectActc
SelectAll  DeselectAll  “GroupAction:  Hanags Infemiews <] [eo
| Find Applicants | Actvity & | Job Opening Details
View Applicants Screen Applicants  Inferview Schedule
Esave  Create New  Previous Job Opening [Next Job Opening |Job OpeningList

i
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Step

Action

Click the Go button.
G0

Click the Expand section button. This is located next to the applicant's name.

[F]

Click the Expand section button next to Interview 1.

L]

10.

Click in the Interview Type field drop down menu button.

hd |

€ ) @ state of Indizna (US) | htps://devh853.gmis in.gov/psp/hi91 qa/EMPLOYEE/HRMS/c/HRS HRPM.HRS IO

UNCH.GBL?FolderPath=P0 v C* || [~ Google

Pl B & A=

Favorites~ | Main Menu~ > Recmiting ~ > Browse Job Openings
Home | Workiist | AddtoFavorites | Sign out
ORACLE
Help | Personalize Page |
Job Opening

Interview Schedule

Listed below are the intenvisw schedules for the applicant(s) selected. Create anew interview,
schedule or update an existing schedule. Choose the Delete icon to remove corresponding
intenviewers. Use the Add Intenviewer hyperlinkto add intenviewers not defined within the Job
Opening

& Print Job Opening

Posting Title: Job Opening ID: 586757

Human Resources Generalist 2 -

Job Opening Status: ~ 010-Open Job Type: Standard =

Job Titte: Human Resources Generalist 1 Job Code: 00ZNAT

Position Number: 10002764 Human Resources Generalist 1

Business Unit: 00070 State Personnel Department
Submit | | Save forLater| | Cancel

Retum to Previous Page

> Jeremy Haggard

Applicant Name: Jeremy Haggard Applicant ID: 15747
Applicant Type: Employee Preferred Contact: Not Specified
< Interview 1

Interview Type: v Initiator:

Thomas Wichalak

Appiicant Appointment | C3TRUS [Enotity Appiicant
Intenview Details | Innouse2
Inhouse3

Date: Phone
a

Time Zone:  |PST Start Time: End Time:

< Interview Schedule

Personalize | Find |2 | B8 First B 1071 B Last

ntorowerpMeriewer oy Sat  End  Appoiment oo ey
00002426, fieaer None - (&) 53 il
Add Intenviewer [ notify Interview Team
Venue Information Personalize | Find | View Al | & | B First M 1 071 B Last
e emai Appoiniment | Comments Avataity
aQ ) & @

Step

Action

11.

Click the Inhouse 1 list item.

| Inhouse |
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'Bmw;elnb Openings \l— %

€ @ state ot Indiana (U5) | itps/devhi3.gmisin.gov/psp/h91qa/EMPLOYEE/ HRMS/c/HRS HRPM.HRS_J0_360_LAUNCH.GBLEF olderPath=PO

;] LR V-T2
Favorites~ | Main Menu~ > Recniting ~ » Browse Job Openings
Home | Workiist | AddtoFavorites | Sign out
ORACLE"
Help | Personalize Page =
Job Opening

Interview Schedule

edle. e esponding
wer hyperiinkto a wers i within the Job

Print Job Opening
=)

Posting Title: Human Resources Generalist 2- Job Opening ID: 586757
Benefits

Job Opening Status:  010-Open Job Type:

Job Title: Job Code:

Position Number: 276+ urces Generalist 1

Business Unit: e

submit | | Save forLater| | Cancel | Return toPrevious Page

= Jeremy Haggard

Applicant Name: Jeremy Haggard Applicant ID: 5747
Applicant Type: Employee Preferred Contact: Mot Specified L4
= Inteniew 1
Interview Type: Innouse - nitiator: Thomas Michalak
Applicant Appointment Status; None v B ¢ [CINotity Applicant
Interview Details:
Date: &
Time Zone:  [PST. Q Start Time: End Time:

Personaize | Find |0 |8 First Bl 4 or1 B Last
v St End  Appointment ente -
Ot fime  Time Satus Comment =y

None - ) & jif

Eloty nterview Team

Personaiize | Find | View Al | &) | E First B 1011 B Lot

“Venue Email Appointment

‘status, Commen te Availability

Q None - =) 51 o

Step

Action

12.

Enter the desired information into the Date field.

13.

Enter the desired information into the Start Time field.

14.

Tab out of the field. Press [Tab].

15.

Enter the desired information into the End Time field.

16.

Tab out of the field. Press [Tab].

17.

The employee ID of the Recruiter defaults in this field. Click the Trash Can icon to delete
this person.

(@

18.

Click the OK button.

19.

Enter your Employee ID number into the Interviewer 1D field.

20.

If you added more than one applicant to this process, scroll to the next candidate's name and
repeat the steps above with appropriate interview information.

21.

Once all information has been added for each candidate, click the Submit button.

22.

End of Procedure.
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Create Interview Evaluation

This section is used by the Hiring Manager and/or interview team to document interview notes. In this
topic you will learn how to enter interview notes and ratings for each candidate interviewed. Adding
Interview notes into PeopleSoft is optional; however, should you choose to not utilize this function, all
interviewers must keep all interview notes for three (3) years per the Applicant File retention schedule,
Record Series Number 84-1020.

Procedure

| ey acing gy comers. (& ]

€ ) @ state of Indiana (US) | hitps://devhraS3.gmisin.gov/psp/hid1qa/EMPLOVEE/HRMS/h/ tab=DEFAULT ¢ || B- Google Al & A=
Favortes~ | | Main Menu ~

Search Menu: Home Worklist Add to Favorites Sign out
ORACL(| ®

=) N Personalize Content | Layout ? Help
Main Menu | ybv | [imporant information S ov
Birthday Alets| £ Recuiting by

" All centralized agencies
No emplayee | £1 Worklorce Administration ’ Call SPD toll-free

3 Benefits 4 ¢ Current state employees may dial

DiectReports (o (o N 1-855-SPD-INHR 74”1855 SPDINHR (1.855.7734647)
P (1-855-773-4647) ‘w tollree and have their Family Medical

My Reports £3 Time and Labor 3 =2
My 8 Payroll Interfz Yiv
ylearmu) ayrollintertace 2 employee datalverification of employment or employee
P Exceptions | Workiorce Development d answered by a HR specialist.

&3 Organizational Development ’
[0 |exce o setup “The tall-free number will allow callers to select from a menu of options and is

Se s

Full Query Resul P subject to change

8 E e Components 4

€ wor ’ Open Enrallment Elections S o~

€3 Reporting Tools

& PeopleTools ’

B There are currently no open benefits events to display.

E]

E]

E]

B MyFeeds

[ submitacmisissue

Step Action

1. From the Main Menu, click the Recruiting link.
Fecruiting

2. Click the Browse Job Openings menu.
[Browse Job Openings)|

Locate the appropriate Job Opening and click on the title.

Click the Checkbox next to the appropriate candidate(s).

[

5. If you only need to enter an interview evaluation for one candidate, select that candidate’s
checkbox, click the Select Action drop down menu in the Take Action column for that
candidate and select Create Interview Evaluation.

For this example, click the drop down box for Group Action.
| Select Group Action... - |
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€ ) @ state of Indiana (US) | htps://devh853.gmis in.gov/psp/hid1qa/EMPLOYEE/HRMS/c/HRS HRPM.HRS_J0_360 |

UNCH.GBL?FolderPath=P0

¢ || B~ Google

Pl B & A=

Favorites ~ | Main Menu~ > Recriting

ORACLE’

Job Opening 360

~ > Browse Job Openings

Create New

Esae

View Applicants Screen Applicants  Interview Schedule

Previous Job Opening [Next Job Opening |Job Opening List

Job Opening
Posting Tite: Human Resaurces Generalist 2 - Benefits Job Opening In; 58757
Job Opening Status: 010-Open Job Type: Standard
Job Tite: Human Resources Generalist 1 Job Code: 002NA1
Position Number: 10002764 Human Resources Generalist 1
Business Unit: 00070 State Personnel Department
s [Ef CreateNew  Previous Job Opening |Next ob Opening |Job Opening List
| Manage Appiicants || Find Applicants || Activity & Aachments || Job Opening Details
View Applicants Screen Applicants  Interview Schedule
Manage Applicants
Display: Al -
Applicants
Applicant
Seect Applicant Name 1D Appiication Date  APP Disposition Resume
001092014 External 112Failed
Marshmallow Peep 2695522 g.350 Applicant Prescreening
Laila Alyse. 2175781 31 Add Applicant to New List 050-Interview
Add Applicant to Saved List
08 Bulk Background Check X
Jeremy Haggard 15747 2] change Applicant Disposition 060-Interview
odChange sppiicant satus
Heather Whitaker 16456 R 050-Route
Edit Application
0¢ Forward Applicant
Nicole Cloya 2649828 {1 | i anoiicant to dob 020-Applied
o Manage Interviews
Chanel Gillies 2664798 Print Application Details 020-Applied
Reject Applicant
0d Route Applicant .
Sierrahist 2695553 Select Group Action 020-Applied
Send Correspondence
SelectAll Deselect Al *Group Action: Select Group Action. Go
| Find Applicants | Activity & | Job Opening Details

Application

B

Home | Worki

Former

|Veteran Employee

Review

A
e i

st | AddtoFavorites | Sign out

Help

Personalize | Find | view All |2 |

cectupinicd ek Ao
St seetaa
QRN s
STt et
S SeiecAdc
QUK Seiecace
Qoo Sectadc
QN e

Action

Create Interview Evaluations

Click the Create Interview Evaluations list item.

€ ) @ state of Indiana (U3) | hitps://devhi853.gmis.in.gov/psp/hi31qa/EMPLOYEE/HRMS/c/HRS_HRPM.HRS_JO_360_LAUNCH.GBL IFolderPath=PO

¢ || B~ Google

PlirB & A=

ORACLE’

Job Opening 360

Favorites ~ | Main Menu~ > Recriting ~ > Browse Job Openings

| Find Appiicants | Activity &

Create New

Esae

Job Opening Details

View Appiicants Screen Applicants  Interview Schedule

Previous Job Opening [Next Job Opening [Job Opening List

Job Opening
Posting Tite: Human Resources Generalist2 - Beneits Job Opening I se6757
Job Opening Status: 010-0pen Job Type: Standard
Job Tite: Human Resoutces Generalist 1 Job Code: 002Nt
Position Number: 10002764 Human Resources Generaiist 1
Business Unit 00070 State Personnel Depariment
gsae CreateNew  Previous Job Opening [Next Job Opening |Job Opening List
| Manage Appiicants || Find Applicants || Aciivity & Aachments || Job Opening Details
View Applicants ~Screen Applicants  Interview Schedule
Manage Applicants
Display: Al -
Applicants
Select  Applicantiiame 1D Appiication Date  APPIIcant Disposition Resume
0010012014 External 112Failed
MarshmallowPeep 269522 .35, Applcant Prescreening
. 090912014 External A
@ Laila Alyse 2175781 St . 050-interview
Jeemyhaggara 15747 Jeeet™ Employee 080-nteniew
Heator Whitaker 10450 gz 1t Employee 050 Route
1354
0o10212014
Nicole Cloya 2ss0820  QSI02L20 Employee 020-Applied
Chanel Gilles 2064798 gan Employee 020-4pplied
000212014 Exernal .
Sieraist 2s0sesy Q910220 i 020-Appliec
SelectAll  DeselectAll  *GroupAction: | Selec Group Adion < [

B
B

Home | Workiist | AddtoFavorites | Sign out

Former

|Veteran Employee

Review

A
e A

Help ..

Personalize | Find | view All |2 |

Last Updated “Take Actior|

0010912014 T
o220 Select Adtic
09125/2014 S elod act
o Select Actiq
0972312014 Ty
e Select Actic
00/0912014 SeedAdi
09/09/2014 oy
et Select Adtiq
0910912014 Seled A
09/09/2014 oy
et Select Adtiq
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Action

Click the Go button.
G0

Click the Interview Type drop down menu.

M

Browse Job Openings

€ @ stote orndians v singov/psp/S1qa/ EMPLOYEE/HRMS/</HRS.HRPML.HRS JO_360_ LAUNCH.GBL FolderPath=PO

Favrites - | Main Menu~ > Recruiting - » Brawse Job Openings

ORACLE’

Manage Applicant: Laila Alyse
Interview Evaluation

Complete the evaluation form by providing an interview rating for each category, an overall rating and a recommendation
Provide any appropriate comments. Choose the Submit Evaluation bution when you are done.

save SubmitEvaluation | | Cancel | RetumtoPrevious Page

< Laila Alyse

‘Applicant ID: 2175781 Applicant Name: Laila Alyse

Job Opening ID: 586757 Posting Title: Human Resources Generalist 2 -
Benefits

Interview Date: 00/25/2014 B Interview Type: i :

Rate Applicant

Category Interview Rating
Inhouse2

Communication Skills < |inhouse3
Phone

Customer Senvice

Education/Training ~ 0 =)
Initiative - 0 =]
Judgement ~ 0 =)
Planning & Organizing - 0 B
Teamwork/Leadership ~ 0 B
Technical Skills - 0 )
Work Experience ~ 0 )

Recommendation

Overall Rating -
Recommendation: -
General Comments

[

|| B~ Google

Home

Pl B & A=

Workiist | Addto Favorites | Sign out

New Window | Help | Personalize Page +

Step

Action

Click the Inhouse 1 list item.
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Browse Job Openings

€ ) @ state of Indiana (US) | https://devhi53.gmis.in.gov/psp/hid1qa/EMPLOYEE/HRMS/c/HRS_HRPM.HR: UNCH.GBL?FolderPath=P0 v ¢ || [~ Google Al 3 A=
Favorites~ | Main Menu~ > Recriting ~ » Browse Job Openings

Home | Workiist | AddtoFavorites | Sign out
ORACLE"

New Window | Help | Personalize Page  «
Manage Applicant: Laila Alyse

Interview Evaluation

Complete the evaluation form by providing an interview rating for each category, an overall rating and a recommendation
Provide any appropriate comments. Choose the Submit Evaluation bution when you are done.

save Submit Evaluation Cancel Retum to Previous Page

= Laila Alyse

‘Applicant ID: 2175781 Applicant Name: Laila Alyse

Job Opening ID: 586757 Posting Title: Human Resources Generalist 2 -
Benefits

Interview Date: 00/25/2014 E Interview Type: {Inhouse1

Rate Applicant

I

category Interview Rating Score Comments

Communication Skills

@

Customer Senice
EducationTraining
Initiative

Judgement

Planning & Organizing
TeamworkiLeadership

Technical Skills

‘

Work Bxperience

@ EEEEad

Recommendation

Overall Rating -
Recommendation: -

General Comments

e

Step

Action

10.

NOTE: A numeric score will populate based on the interview rating chosen.

- |

For each list item in the Interview Rating column, choose the rating that reflects the
applicant's response to each corresponding interview question.
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Browse Job Openings

€ ) @ state of Indiana (US) fospl! L JHRMS/c/HRS_HRPM.HRS_IO_360_LAUNCH.GBL?FolderPath=PC v C* || [l - Google Al 3 A=

Favorites~ | Main Menu~ > Recuiting - » Browse Job Openings
Home | Workist | AddtoFavorites | Sign out

ORACLE’

New Window | Help | Personaiize Page |
Manage Applicant: Laila Alyse

Interview Evaluation

Complete the evaluation form by providing an interview rating for each category, an overall rating and a recommendation
Provide any appropriate comments. Choose the Submit Evaluation bution when you are done,

[ sae | [ suomtEvaiuation | [ Gancel | RetumtoPrevious Page
= Laila Alyse
‘Applicant ID: 2175781 Applicant Name: Laila Alyse
Job Opening ID: 586757 Posting Title: Human Resources Generalist 2 -
Benefits
Interview Date: 00/25/2014 E Interview Type: Inhouse1 -
Rate Applicant 1
Category Interview Rating Score Comments
Communication Skills 0 =1
Customer Senvice Average 0
Excellent

EducationTraining Unsalisfaclory 0 =]
Initiative ~ 0 =
Judgement ~ 0 =
Planning & Organizing - 0 =
Teamwork/Leadership - 0 =
Technical Skills - 0 E
Work Experience - 0 =
Recommendation
Overall Rating: -
Recommendation: -
General Comments

Y

Step

Action

11.

Click Average from the drop down menu.

Average

Browse Job Openings

€ @ stote ortndiana U3 fpsp/nLqar JHRMS/ /RS JHRPM.HRS_J0_360_L AUNCH.GBLFFolderpatn=p0 + € |[[B~ Google Alud & A=

Favorites ~ | Main Menu~ > Recruiting ~ > Browse Job Openings
Home | Workist | AddtoFavorites | Sign out

ORACLE’

New Window | Help | Personaiize Page |
Manage Applicant: Laila Alyse

Interview Evaluation

Complete the evaluation form by providing an interview rating for each category, an overall rating and a recommendation
Provide any appropriate comments. Choose the Submit Evaluation bution when you are done.

[ save | [ SubmitEvaiuation | [ Gancel | RetumtoPrevious Page

< Laila Alyse

Applicant ID: 2175781 Applicant Name:  Laila Alyse

Job Opening ID: 586757 Posting Tite: Human Res ources Generalist2 -
nefts

Interview Date: 00125/2014 =l Interview Type: Inhousel v

Rate Applicant F

category, Interview Rating score Comments

Communication Skills (Rverage o) 5 =

Customer Senice | 0

EducationTraining . 4 0 =

Initiative <] 0 =

Judgement 1 0 =)

Planning & Organizing - 0 =

Teamwork/Leadership . 4 0 ]

Technical Skills s 0 =

Work Experience . 0 [E)

Recommendation

Overall Rating -
Recommendation:

General Comments

¢
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Step

Action

12. | For each list item, enter objective comments by clicking the Comments icon.

13. | Example for comments in the Communication Skills list item: "Candidate's speech was
clear and concise. She discussed several projects that directly related to her written and
verbal communication skills."

14. | Click the Spell Check Comment icon and make any necessary corrections.

[
&
15. | Click the OK button.
| z emile]
€ @ state of Indiana (US) | https://devhrB53.gmis.in.gov/psp/hid1qa/EMPLOYEE/HRMS/c/HRS_HRPM.HRS _JO_360_LAUNCH.GBL?FolderPath=P0 v C* || [+ Google Plira & & =
ST Home ‘Worklist Add to Favorites. Sign out
New Window | Help | Personalize Page
- -
Step Action
16. | Click the Ok button.
OK
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€ | @ state of Indiana (US) s fpsp/! /EMPLOYEE/HRMS/c/HRS_HRPM.HRS_JO_360_LAUNCH.GBL?FolderPath=P0
Favorites~ | Main Menu~ > Recuiting - » Browse Job Openings
ORACLE"

Manage Applicant: Laila Alyse

Interview Evaluation

Complete the evaluation form by providing an interview rating for each category, an overall rating and a recommendation.
Provide any appropriate comments. Choose the Submit Evaluation bution when you are done.

[ save | [ SubmitEvaiuation | [ Gancel | RetumtoPrevious Page

= Laila Alyse
‘Applicant ID: 2175781 Applicant Name: Laila Alyse
Job Opening ID: 586757 Posting Title: Human Resources Generalist 2 -

Benefits

Interview Date: 00/25/2014 E Interview Type: Inhouse1 -
Rate Applicant

Category Interview Rating Score Comments
Communication Skills Average - 5 =]
Customer Senvice Average - 5

Education/Training Excellent - 10 ]

Initiative Average - 5 =
Judgement Excellent ~ 10 EJ
Planning & Organizing Average - 5 =
Teamwork/Leadership Average - 5 [zl
Technical Skills Average - 5 E
Work Experience i Excellent - 10 =)
Recommendation
Overall Rating: -
Recommendation: -

General Comments

=g

Browse Job Openings

c || B- coogle Pl B & A=

Home | Workist | AddtoFavortes | Sign out

Nevw window | Help | Personaiize Fage <

i

Step

Action

17.

the General Comments field.

If you have additional objective comments regarding the overall interview, enter them into

€ ) @ state of Indizna (US) | htps://devh853.gmis in.gov/psp/hid1qa/EMPLOYEE/HRMS/c/HRS HRPM.HRS JO

) LAUNCH GBL?FolderPath=PO

Favorites ~ | Main Menu~ > Recriting ~ > Browse Job Openings

ORACLE"
| save | | SubmitEvaluation | [ Cancel | RetumtoPrevious Page

~ Laila Alyse

Applicant ID: 2175781

Applicant Name:  Laila Alyse

Job Opening ID: 586757 Posting Tite: Human Res ources Generalist 2 -
Benefits

Interview Date: 00/25/2014 5 Interview Type: Inhousel

Rate Applicant

Category Interview Rating score Comments

Communication Skills Average v 5 B

Customer Senice ‘Average | 5 B

Education/Training Eelent  ~ 10 B

Initative Average o~ 5 )

Judgement Ecelent  ~ 10 )

Planning & Organizing Average < 5 e

TeamworkiLeadership Average o~ 5 )

Technical Skills Average < 5 )

Work Bxperience Ecellent  ~ 10 =)

Recommendation

Overall Rating: -

Recommendation: -

General Comments

Answered all questions with examples| g

save || SubmitEvaluation | Cancel | ReturntoPrevious Page

[ B- Google PlirB & A=

Home | Workist | AddtoFavortes | Sign out

i
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Step

Action

18. | Click the Overall Rating field drop down menu button. Choose the rating which best
represents the overall interview evaluation.

19. | Click the Recommendation field drop down menu button. Choose the recommendation
that represents the overall interview evaluation.
| -]

20. | Do not click the Submit Evaluation button. As previously noted, interview evaluations
become part of the applicant file and thus part of public record. If you click Submit, we are
unable to edit this information if it becomes necessary.

Instead, click the Save button once the evaluation has been entered.
NOTE: There is no need to submit the final evaluation even after the final candidate has
begun employment. Saving the evaluation is a sufficient final step in this process.

21. | End of Procedure.
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Appendices: Job Aids/Quick Step Guides

Appendix A: Create Job Bank Posting

Step

Action

1.

From the Main Menu, click the Recruiting link.
Fecruiting

Click the Create New Job Opening link.
[Create New Job Opening|

In the Business Unit Field, enter your agency Business Unit.

Press [Tab] to populate the information.

In the position field, enter the position number (PCN) for the vacancy.

NOTE: The position number must be approved by the Strategic Hiring Committee
(SHC).

Press [Tab].

Click the Continue button.

Review the information on this tab.

If you have more than one approved position number (PCN) within the same division that
have the same job code and job description you are welcome to include all PCN’s on one
posting so as to only have one applicant pool from which to select candidates.

To add more than one approved PCN, enter the appropriate amount of approved PCN’s in
the Target Openings field. Press the Tab button. You will receive a warning message that
headcount is different from position, click OK. Scroll to the section for positions and click
on the Add Positions link. Click on the magnifying glass. In the Position Number field,
enter the next position number that has been approved by the SHC. Click OK. To add
more position numbers follow these steps until all approved positions have been added.
Make sure the number in the Target Openings match the number of position numbers you
have entered into the list.

Review the information on this tab.

If this is a field position, it may not have an associated Recruiting Location or you may
wish to add more than one recruiting location. If there is not a recruiting location listed,
click the magnifying glass icon to find an appropriate location. To add more than one
recruiting location, contact your recruiter. No changes are necessary if there is already a
Recruiting Location listed.

10.

OPTIONAL: At the bottom of the page, enter the name of the Employees Being
Replaced exactly as it is in PeopleSoft. Click the magnifying glass icon to search by
Employee ID if necessary.
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Step Action

11. | Click the Next Step link.
Mext Step

12. | Review the information on the Min Requirements page; however, make no changes.
Click the Next Step link.
Mext Step

13. | The Recruiter will add appropriate information, if necessary, on the Competencies page.
Click the Next Step link.
Mext Step

14. | This Posting Title was entered when the vacancy request was submitted to the Strategic
Hiring Committee.
For this example, Click the Human Resources Generalist 2--Benefits link.
NOTE: You must click the link before clicking 'Save as Draft' or 'Save and Submit'.
Otherwise, the posting information added during the vacancy request process will not
populate.

15. | Review the pre-populated information listed in the sections on this page: Posting Title,

Equal Employment Opportunity, Benefits, Preferred Experience, Responsibilities (if
listed), and Job Description. Edit as necessary; however, all full-time postings should
include each of these sections with the exception of Responsibilities. If no
Responsibilities are listed/need to be listed for this posting, you can remove this section by
clicking the trash can icon in the top right corner of the Responsibilities section.

NOTE: All sections will default with a view of Internal and External meaning any
applicant can apply. Should you wish the posting to be viewed by only internal State
employees, change all sections to Internal Only. External Only is not recommended.
Internal applicants should always be given the opportunity to apply to all positions.

NOTE: If nothing pre-populates on this page, this means that the position was submitted
to the Strategic Hiring Committee as something other than as a VVacancy Request (i.e.
reclassification, etc) or you’ve already clicked the ‘Save as Draft’ or ‘Save and Submit’
button. If your vacancy was submitted as something other than as a Vacancy Request, you
will need to build your posting from scratch. Contact your recruiter for a quick step guide.
If you had already clicked the ‘Save as Draft’ or ‘Save and Submit’ buttons, you will need
to start over from step 1 of this Create New Job Opening process.
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Step

Action

16.

If necessary you can add a section that is not listed. Typical uses of other Posting
Descriptions/Description Types:

Additional Comments- Use this if there is something out of the ordinary about the job.
For example, 'Successful candidate will be on call for 24 hours a day, three days a week.'

Hire Salary- Use this if you have been authorized to hire above the minimum salary.

Other Information- This field should only be an option for DNR and DOC per agency
practice.

To add a section that is not listed, click the Add Posting Descriptions link.
[Add Posting Descriptions|

17.

Click the Visible list and select the option that matches the other sections.

18.

Click the Description Type list and select the appropriate option.

For this example, select Additional Comments. Then add the additional information into
the Description Field.

Addfional Comments |

19.

After you have reviewed and/or edited all necessary posting information, scroll down to
the Posting Destination section.

20.

Review the listed posting destinations and make changes if necessary. If no changes are
made, your job opening will be posted to both internal and external candidates starting on
the day the Recruiter approves the posting and will expire after 14 calendar days. If you
would like to change the amount of time your job is posted to the job bank, change the
Posting Duration (Days) section to a more appropriate number. Contact your agency
Recruiter with questions.

NOTE: If you changed your Visible fields to Internal Only, you will need to delete the
line for External by clicking the trash can icon to the right of Posting Duration.

21.

Click the Preview button to review the posting as an applicant will view it.
Praview

22.

Review the information on this page and then click the Return to Previous Page link.
[Return to Previous Page]

23.

Click the OK button.
OK

24,

Click the Next Step link.
Mext Step

25.

The Recruiter will add appropriate information on the Education/Experience page.

26.

Click the Next Step link.
Mext Step

Page 40




Step

Action

27. | All Core SOI Screening Questions have been added and should not be deleted.
In an effort to better streamline the applicant pool, it is recommended that job specific
screening questions be asked of each applicant. For best results, add a job category
question set or individual job specific screening questions. For a full list of screening
questions or to have questions and/or question sets added to the database, contact your
Recruiter.
Should you wish to add job specific question sets, click the Load from Question
Sets link.
Load from Question Sets

28. | Scroll down to view the current question sets.

29. | Select the Check Box to the left of any relevant question set you wish to add to your
posting.
For this example select the Human Resources checkbox.
]

30. | Click the OK button.

31. | To view the questions once added, click the View Answers link to the right of the line that
was added and then click Return.
NOTE: To delete any unnecessary questions, click the Trash Can icon next to the
guestion.

32. | If you've click the trash can icon to delete a question, you will then click the OK button to
delete it.

oK

33. | As areminder, it is recommended that you add job specific screening questions in an effort
to best streamline the applicant pool. For a full list of screening questions or to have
questions added to the database, contact your agency Recruiter.
Should you wish to add individual job specific screening questions, click the Add
Screening Questions link.
|4dd Screening Questions|

34. | Click the Look up Question graphic to search for appropriate questions.

35. | Change the Long Description drop down to Contains and then enter the appropriate
keywords into the blank field.

36. | Click the Look Up button.
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37. | Review the options presented and then click the appropriate Question link to add to
posting.
[Travel within State]

38. | You should now see the question you just added. To add more individual screening
questions, repeat the previous steps.

39. | Click the Next Step link.
Mext Step

40. | Review the individuals listed on the Hiring Team Page and make any necessary changes.
NOTE: To add another Hiring Manager or Interested Party, click the Add Hiring Manager
(or Add Interested Parties) link and enter the appropriate name in the field or use the
magnifying glass icon to search. Individuals listed in the Hiring Manager field must have
appropriate access in PeopleSoft. Contact your agency Recruiter with questions.
Click the Save & Submit button.

41. | Make note of the Job Opening ID at the top of the page.
NOTE: Once you click the Save & Submit button, the individual listed as Recruiter will
receive workflow to review the posting and approve. Individuals listed as Hiring
Manager(s) and Interested Party(s) will receive workflow once the posting has been
approved and is posted to the job bank.

42. | End of Procedure.

Appendix B: Workflow

Step

Action

1.

This is an example of one of the automated workflow messages which contains the list of
routed applicants and a PDF attachment. The attachment contains the employment
applications of each candidate routed to you by the Recruiter. Open the attachment to
review the applications.

Double-click the PDF Document link.
"Esmamm.pdf 65 KB

You can review the applications digitally or print them from this document.

This is an example of the other automated workflow message which contains a spreadsheet
listing all candidates that successfully submitted their application, whether they passed or
failed screening, and their associated screening points. This email also details instructions
regarding reviewing applications based on preferred experience and veterans’ preference.

Double-click the Excel File link to open the spreadsheet containing the list of applicant
information.

i3] ScrRsits_586750_2014-09-09_10.09.05.000000.csv (958 B}
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5. Click the Open button.
| open |

6. For your convenience, this spreadsheet contains the names of the applicants that passed
screening, their associated screening points based on how they answered the screening
guestions, whether they are an internal state employee or an external applicant as well as
their email address. You are welcome to sort and format this list if necessary.
NOTE: An ‘X’ in the Review field means that the applicant indicated that they have been
arrested or convicted of a crime that hasn't been expunged or sealed by a court. You can
view the information they listed in the conviction section via their application or from the
Manage Applicants page of the posting.

7. End of Procedure.

Appendix C: Application Report by Job ID

Step

Action

1.

From the Main Menu, click the Reporting Tools link.

Click in the SOl XML Reports field.

Click in the Recruiting XMLP Reports field.
[Recruiting XMLP Reports|

Click the Application Print menu.
Application Print

Enter your Run Control ID and click the Search button.

NOTE: If you've never processed reports within PeopleSoft, you can create a Run Control
ID by clicking the Add a New Value tab; enter any word and then click Add.

Click the Search button.

In the Search Criteria section, choose Job Opening ID in the Search Type drop down box.

Click the Search Type list.

| i |

Click the Job Opening ID value.
Job Opening 1D

Enter the Job Opening ID in the Search Value box.

10.

Click the Search button.
| Search |
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11.

The applicants that are associated with this particular job opening ID appear in the Search
Results field.

In the Applicant Print List, click in the box to the left of any applicant names that you do
not want processed in this report as candidates selected for previous reports will remain in
the list until deleted.

Click the Checkbox option next to the name(s) of the candidate you wish to remove.

i

12.

Click the Delete Selected button.
| Delete Selected |

13.

In the Search Results section, click the Checkbox next to the names of the applicants you
wish to review in your report.

O

14.

Click the Add Selected button.
| Add Selected |

15.

The applicant names that have been selected will now appear in the 'Application Print List'.

Click the Run button.

16.

Ensure the *Type field shows 'Web' and *Format field shows 'PDF'.

Click the OK button.

[ ok ]

17.

Click the Process Monitor link.
Process Monito

18.

Click the Refresh button until you see 'Success' in the Run Status column and 'Posted' in
the Distribution Status column.
Refresh |

19.

When the status shows 'Success' and 'Posted' click the Details link.
Cetails

20.

Click the View Log/Trace link.
View Log/Trace

21.

Select the File List Name ending in ".pdf" to review the application in the report.

SOIBTO0. pdf

22.

A new window will open with the PDF report containing the selected candidate
applications.

23.

Answers to open ended questions will also appear on the applications.

24,

End of Procedure.

Appendix D: Application Report by Applicant ID
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From the Main Menu, click the Reporting Tools link.

Click in the SOl XML Reports field.

Click in the Recruiting XMLP Reports field.
[Recruiting XMLP Reports|

Click the Application Print menu.
Application Print

Enter your Run Control ID and click the Search button.

NOTE: If you've never processed reports within PeopleSoft, you can create a Run Control
ID by clicking the Add a New Value tab; enter any word and then click Add.

Click the Search button.

In the Search Criteria section, choose Person ID in the Search Type drop down box.

Click the Search Type list.

| il |

Click the Person ID value.

Enter the Person ID in the Search Value box.

10.

Click the Search button.
| Search |

11.

The applications that are associated with this particular applicant ID appear in the Search
Results field.

In the Applicant Print List, click in the box to the left of any applicant names that you do
not want processed in this report as applications selected for previous reports will remain
in the list until deleted.

Click the Checkbox option next to the name(s) of the candidate you wish to remove.

]

12.

Click the Delete Selected button.
| Delete Selected |

13.

In the Search Results section, click the Checkbox for the profile sequence you want to
run.

NOTE: The highest profile sequence is the most recent application submitted. To sort the
results, click the Profile Sequence column header.

[

14.

Click the Add Selected button.
| Add Selected |
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15.

The selected application(s) will appear in the 'Application Print List'.

Click the Run button.

16.

Ensure the Type field shows ‘Web’ and the Format field shows ‘PDF’.

Click the OK button.

[ ox |

17.

Click the Process Monitor link.
Process Monito

18.

Click the Refresh button until you see 'Success' in the Run Status column and 'Posted' in
the Distribution Status column.

Refresh |

19.

When the status shows 'Success' and 'Posted' click the Details link.
Details

20.

Click the View Log/Trace link.

View LogiTrace

21.

Click the File List Name ending in ".pdf" to review the application in the report.

SOIBTO0. pdf

22.

A new window will open with the PDF report containing the selected candidate
application(s).

NOTE: Answers to open ended questions will also appear on the application.

23.

End of Procedure.

Appendix E: Manage Applicants Page

Step Action
1. From the Main Menu, click the Recruiting link.
Recruiting
2. Click the Browse Job Openings menu.

[Browse Job Openings]

Click the appropriate Posting Title.

The Applicant Status column denotes whether an applicant is a current state of Indiana
employee or is an external applicant.
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The Disposition column indicates where the applicant is in the process:

Draft: Applicant hasn't successfully applied to the position. Applicants in draft will not go
through the automated screening process.

Applied: Applicant has successfully applied for the position.

Route: Applicants have been sent to the hiring manager for review.

Failed Prescreening: Applicant answered at least one of the prescreen questions
incorrectly and was not permitted to submit an application for this position.
Preliminary Offer Decided: HR has initiated the automated background check process
for this candidate.

Offer: HR has created and sent the official offer letter to this candidate.

Offer Accepted: HR has begun to finalize the hiring process for this candidate.

Ready to Hire: HR has finalized the hiring process for this candidate.

Hired: This candidate has officially been hired in PeopleSoft.

Withdrawn: This candidate has withdrawn himself from consideration.

Not Selected: Most likely, this candidate has been hired for a different position since
having submitted his application for your position.

Additionally, individuals listed on the Hiring Team have the ability to manually change the
disposition of any candidate to Not Selected.

This typically happens when the hiring manager has reviewed or interviewed the candidate
and has determined that he/she isn’t a good fit for the position. Contact your recruiter for
instructions.

If there is an icon in the Resume column, the candidate supplied a resume with this
application. Resumes are optional for the candidate to provide and should be reviewed in
conjunction with the employment application.

Click the Resume icon to view the resume.

For vacancies in a classified position, the hiring manager is required to interview at least
one veteran that meets the preferred experience for the position if the veteran has attached
his/her DD214. Hiring managers can quickly see which candidates to consider by using the
Veteran and Application columns. Applicants with a “Yes” in the Veteran column have
indicated they are an honorably separated veteran.

To verify whether or not a candidate attached a DD214 as instructed for veteran preference
consideration, click the Application graphic.

=

Scroll to the Attachment section to verify that a DD214 has been attached by the
applicant. Should you need to review the DD214 or any other attachment included by the
applicant, contact your recruiter.

NOTE: Information on this page is limited to individuals with recruiter access.
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10. | Anicon in the Former Employee column indicates that the applicant is a former employee
and denotes whether or not that candidate is eligible for rehire.
The blue person icon indicates that this former employee left under favorable conditions
and is considered eligible for rehire.
The yellow caution icon indicates that the former employee did not leave under favorable
conditions and is not eligible for rehire with the agency from which he/she left. Should you
wish to consider this person for your position, contact your Human Resources department
for further clarification.

11. | If you see a Caution icon in the Review Column this means that the applicant indicated
that they have been arrested or convicted of a crime that hasn't been expunged or sealed by
a court.

12. | Click the Caution Icon graphic to review the details of the arrest or conviction as listed by
the applicant.

!

13. | To find contact details for a specific applicant, click the Applicant Name.

14. | The contact information for the candidate can be reviewed at the top of this page. To
return to the full list of applicants, click the Applicant List link.

15. | End of Procedure.

Appendix F: Manage Interview Schedule

Step

Action

1.

From Main Menu, click the Recruiting link.
Fecruiting

Click the Browse Job Openings list item.

_] Browse Job Openings

Locate the appropriate Job Opening and click the title.

Click the Checkbox next to each applicant you plan to interview.

NOTE: Applicants should be notified of an interview via phone conversation. The steps
in this module are simply confirming in PeopleSoft what has already been confirmed via
phone with each candidate.

Click the drop down box for Group Action.
| Select Group Action... - |

Click the Manage Interviews list item.
Manage Interviews
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7. Click the Go button.

8. Click the Expand section button. This is located next to the applicant's name.
[F]

9. Click the Expand section button next to Interview 1.
[E]

10. |Click in the Interview Type field drop down menu button.

11. | Click the Inhouse 1 list item.

Inhouse1 |

12. | Enter the desired information into the Date field.

13. | Enter the desired information into the Start Time field.

14. | Tab out of the field. Press [Tab].

15. | Enter the desired information into the End Time field.

16. | Tab out of the field. Press [Tab].

17. | The employee ID of the Recruiter defaults in this field. Click the Trash Can icon to delete
this person.
]

18. | Click the OK button.

19. Enter your Employee 1D number into the Interviewer ID field.

20. | If you added more than one applicant to this process, scroll to the next candidate's name
and repeat the steps above with appropriate interview information.

21. Once all information has been added for each candidate, click the Submit button.

22. | End of Procedure.

Appendix G: Create Interview Evaluation

Step Action
1. From the Main Menu, click the Recruiting link.
Fecruiting
2. Click the Browse Job Openings menu.

[Browse Job Openings]

Locate the appropriate Job Opening and click on the title.

Click the Checkbox next to the appropriate candidate(s).
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5. If you only need to enter an interview evaluation for one candidate, select that candidate’s
checkbox, click the Select Action drop down menu in the Take Action column for that
candidate and select Create Interview Evaluation.

For this example, click the drop down box for Group Action.
| Select Group Action... - |

6. Click the Create Interview Evaluations list item.

7. Click the Go button.

8. Click the Interview Type drop down menu.

[ B

9. Click Ithe Inhouse 1 list item.
[Onhouset |

10. | For each list item in the Interview Rating column, choose the rating that reflects the
applicant's response to each corresponding interview question.

NOTE: A numeric score will populate based on the interview rating chosen.

11. | Click Average from the drop down menu.

Average

12. | For each list item, enter objective comments by clicking the Comments icon.

13. | Example for comments in the Communication Skills list item: "Candidate's speech was
clear and concise. She discussed several projects that directly related to her written and
verbal communication skills."”

14. | Click the Spell Check Comment icon and make any necessary corrections.
¥

15. | Click the OK button.

16. | Click the Ok button.

OK

17. | If you have additional objective comments regarding the overall interview, enter them into
the General Comments field.

18. | Click the Overall Rating field drop down menu button. Choose the rating which best

represents the overall interview evaluation.

| i |
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19. | Click the Recommendation field drop down menu button. Choose the recommendation
that represents the overall interview evaluation.

| |~

20. | Do not click the Submit Evaluation button. As previously noted, interview evaluations
become part of the applicant file and thus part of public record. If you click Submit, we are
unable to edit this information if it becomes necessary.

Instead, click the Save button once the evaluation has been entered.

NOTE: There is no need to submit the final evaluation even after the final candidate has
begun employment. Saving the evaluation is a sufficient final step in this process.

Save

21. End of Procedure.
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